
2860 Mack Rd.
Fairfield, OH 45014
513.942.5570

CCC Member Facility Usage Request



[image: A logo for a community church

Description automatically generated]Date Submitted: ____________
One-time Event _____________ Date____________ Time ________________
Ongoing Event _______ Day of the week (if ongoing) __________________________ Time ___________
Are you a member or regular attender of Covenant Community Church? __________________________
Name_______________________________________ Phone Number ____________________________
Type of Function (Weddings use Wedding Request Form) _______________________________________
Check the room(s) and equipment needed: 
	UPPER-LEVEL
	
	LOWER-LEVEL
	
	Lower-level Classroom #8
	

	Senior High Room #20
	
	Fellowship Hall
	
	Lower-level Classroom #9
	

	MAIN LEVEL
	
	Kitchen (No Appliances)
	
	EQUPITMENT
	

	Sanctuary
	
	Lower-level Classroom #3
	
	Sanctuary Sound System $75
	

	Main level Classroom #10
	
	Lower-level Classroom #4
	
	Portable Sound System
	

	Nursery Room #11
	
	Lower-level Classroom #5
	
	TV/VCR/DVD
	

	Kids Club #12
	
	Lower-level Classroom #6
	
	Podium
	

	Connection Café (Narthex)
	
	Lower-level Classroom #7
	
	KITCHEN APPLIANCES
	




OFFICE USE ONLY
	What Door(s) Schedule Needs Changed? 
	Time to be scheduled open and closed?
	What Door(s) Schedule Needs Changed?
	Time to be scheduled open and closed?
	What Door(s) Schedule Needs Changed?
	Time to be scheduled open and closed?

	Front Doors - 1
	
	Café Stairwell - 5
	
	Elevator Double Door – 9
	

	Office Exterior Doors - 2
	
	Sanctuary Stairwell - 6
	
	Kitchen Door -10
	

	Office Interior Doors - 3
	
	Fellowship Hall Interior Stairs - 7
	
	Café Stairwell Parking Lot Door - 11
	

	Sanctuary Handicap Door - 4
	
	Fellowship Hall Exterior - 8
	
	Youth Room Door - 12
	





COVENANT COMMUNITY CHURCH
GUIDELINES FOR FACILITY USAGE

1. This is a Non-Smoking facility. All smoking by participants in your events must be done outdoors. The smoking station is outside the double doors in the Fellowship Hall. Please inform your participants. _______ Initial

2. If furniture (tables, chairs, etc.) is moved for your meeting, it must be returned to its designated place when you are done. Please take a photo to return furniture to appropriate spots. _______ Initial

3. If Sanctuary Sound Equipment is needed, a trained CCC technician must be present. _______ Initial

4. If you need tables and chairs they are kept in the storage closet downstairs across from the hall from the elevator. Spare chairs are placed in many meeting rooms; they may also be “borrowed” from the sanctuary. Please return the furniture that you move to its original location. _______ Initial

5. If you make a mess, please clean it up. We have brooms and mops in the closet in the lower kitchen and maintenance room across from the restrooms on the lower level. The upper level has a janitor’s closet next to the front door. A vacuum cleaner is kept in the storage closet in the sanctuary.  _______ Initial

6. If you prepare or serve food, please take your trash to the dumpster. _______ Initial

7. Shut off lights and ensure the doors are latched and the key fobs have turned blue (indicating they are locked). If you have issues with the security of the building after office hours, please call Jim Lindner at (phone number). _______ Initial

8. Reoccurring requests must have a new Facility Usage Request Form completed annually at the start of the new year. Your request will not carry through to the new year without a new form filled out and approved. Forms must be completed by 1/31 of the new year. _______ Initial

9. We are happy to share the use of our facility with you. Please help us keep the facilities ready for use by others. If the building is not cleaned after your event according to the steps above a $100 janitor fee will be billed to the person renting the facility.  _______ Initial


Sign: ____________________________________________________ Date ________________________

Properties Chair Approval _______________________________________ Date ____________________

RV 3/2025
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* COMMUNITY CHURCH

providing care. practicing community. preaching Christ.




